ERESERVES WORKFLOW

Draft

Ereserves web page:  http://www.library.yale.edu/iac/dpip/ereserves
General Ereserves Pilot Guidelines:

http://www.library.yale.edu/iac/dpip/ereserves/guidelines.html 

1. Figure out if we have the material on the syllabus or reserves list.

a. Is the material available electronically?  If yes, go to #2

b. If no, go to #3

c. If we do not have the material in print or electronically at Yale, we will not ILL it for E-reserves at this time.  See #4 for work-arounds and exceptions.

2. If the Material is available electronically, 

you can use Citation linker to create an SFX link to your resource.  

You can also find persistent URLs for some electronic journal packages and aggregators.  Contact Katie Bauer for more details.

a) Add an item in the Orbis Circulation module for the class list in Course Reserves.  Use the Orbis E-reserves Template (see separate document).  Or you may add the item in Sakai  if you are only using Sakai

b) add the URL you just found

c) YOU ARE FINISHED!

3. If the material needs to be scanned:

a. Find the material at the library and have it brought to you via Eli Express if necessary.

b. Is the material very fragile?  See #4b below.

c. Consult the copyright guidelines (separate document).  Do you need copyright permission?  Note this on the form in the next step.

d. Fill out the form for RIS.  Please be sure to mark if you need copyright permission and fill out the fields to produce a file name for the PDF.

e. At this point, you can “add an item” in the Circulation module in Orbis using the E-Reserves template (see separate document).  It should be linked to a class you have set up.  Or you can add a record for the item to Sakai if you are only using Sakai.

f. Flag the pages to be scanned in the book using the “start” and “stop” flags.

g. Send the book to RIS via Eli Express.  Charge it to your library’s RIS pseudopatron    It will be scanned, named, put on the server and returned to you in 3-5 days.  You can then note when it was returned on the RIS form and discharge the book.  Copyright permission will be obtained by RIS and the library will be charged.  You should check the link to see if it is working. Note: Books are sent to the RIS by Library Shipping, they are returned by RIS Shipping.
h. YOU ARE FINISHED!

4. EXCEPTIONS
a. If we cannot ILL material for E-reserves, the faculty member might have a copy he or she can scan and make into a PDF.  If the faculty member gives you a PDF to use for E-reserves, 

a) Figure out if it needs copyright permission.  If so, email rose.buono@yale.edu with the citation for clearance, specifying it is for the YUL E-reserves project

b) Rename it and put it on the Ereserves server.

c) Add an Item in Orbis or Sakai.  

d) YOU ARE FINISHED

b. If the book is fragile

a) Fill out the RIS form and flag the pages to be scanned

b) Add an item in Orbis or Sakai

c) Email or call Jen.  She will get it scanned in the DCF or using Media Services if necessary and put it on the server.  She will email you when it has been completed.

d) YOU ARE FINISHED

WHAT HAPPENS NEXT:

The ereserves items will appear in Orbis (if you used Orbis) under the Course Reserves tab.  If your professor uses Classes V2 (Sakai), you can turn on the Course Reserves module in Sakai and the listing of all items on reserve (e- or otherwise) will appear.

ADDITIONAL INFO:

FAQ:  http://resources.library.yale.edu/online/faqcategory.asp?whatcaseedit=e-reserves
PROPOSED COPYRIGHT GUIDELINES: http://www.library.yale.edu/iac/dpip/ereserves/copyright.html
RIS FORM:  http://www.library.yale.edu/iac/dpip/ereserves/ereserves_scanning_form.xls

ERESERVES TEMPLATE INFORMATION

Link to be added
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